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FROM ¢ OYA Records Adwinistration Officer

SUBJECT: Annual Report of Reeords Holdings and Rquipuwent Inventorv

1. Thie i8 a reminder of the need for & report of your records held-
ings and asmount of reecords destroyed during the past fiscal year, In
afidition, an inventory of filing equipmernt is requested.

2. The statistical data will erable us to measure the effectivensss
of the Records Memagement Program in the Ageney and vwill provide the
bagie inforwation for my report to the Fational Archives amd Renomis
Services, GBA.

3. Your findings nay be recorded beslow and transmitied to my office
by 16 Awgust 1963. If you have any difficulty in mesting this dead-
iine, plesse call me.

Tt ot = - - - - - - . . . . . _ . . _25YEARRE-REVIEW
SECORDS ] EQUIPMENT
6008  eu. ft. of records Type Hugbar
- " on hand I July 1962
Snfes
5318  eu. £'t. of records b -draves 332
T on hand 30 June 1963 5-draver 2
2-draver 21
1183 “eu. ft. deskroyed during
- FY 1963. (Do not inciuwde Cebinets
those destroysd by the 5-arawer Lo
Records Center.} h-Araver L8
card sizes 3 x5 -3
{3x5, 58, 5x 8 -1
IBM, ete.) IBM -1
A & E Staff no longer with OTR. Kardex - 22
Partial reason for drop in total Map ecases : 36
holdings. .
o Other (exclude shelf filimg}
QOLB -
2085 =~ linear ft on Hand 30 June E:ggecg:;is _mg
1963 Film Racks -~ 7
61k Volumes discarded during S— ST

FY 1963.
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